SLC Annual Performance Reporting Tool Walk-Through
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The Project Director signs onto the website using a username and password that
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SLC APR: Task Page
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Electronic Reporting Tool
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District-Level Project Director Narrative

» DOWNLOAD: Blan

On the “Task Page” the Project Director is presented with a list of tasks that
include downloading blank reporting forms, submitting data, and aggregating data.




SLC APR: Download APR Excel Form
Smaller L
Electronic
GRANTEE DEMO USER

—School-Level Data

NOTE: Project Directors must provide each school site with a copy of the APR
wiork boolk ' i

Task Page: 2004 -

I DOWNLOAD: Elank APR Form (Excel Format)
This page provides links to all reparts an : ]
complete the farms in any order. Project \@ Required Excel Settings! |

Submission Process documents before |

P SUBMIT: School-Level APR Data
—School-Level Data Data has been submitted for 0 Schoolis).

PROJECT DIRECTOR SIGH-IN NOTE: Froject Darrg-ctors raust provide each schoaol site with a copy of the APR
: . work book once i Js downloaded!
You are currently signed in.

SIGH OUT! | _. DOWHNLOAD: Blank APR Form (Excel Format)
' [ Read Requiied Excel Sattings! |

REMINDER!

Please go to the
! “Required Excel
KEY TO ICONS _.SUEI'I.I'IIT. School-Level APR Data q

> Completed Data has been submitted for 0 School(s). Settings” link to

P ot Completed read the “How-To”
document on

enabling macros
Delete Data

The District-Level! Report /s an aggregate of the Schookleve! data submited in Excel
ghowve, ALL Districts, regardiess of number of schools in & grant, must click :

— District-Level Data

The Project Director downloads APR reporting form. Once downloaded, the Excel
form should then be emailed to all school-level participants to complete.

As each task is successfully completed, the icons turn from a red exclamation
mark to a gold star.
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File Download

Some filez can harm your computer. IF the file information below
looks suspicious, or you do not fully trust the source, do not open or
zave this file.

File name: &PF_Form2004. 1z

File type:  Microzaft Excel Worksheet

From: dev. dtiazzociates. com

Would you like to open the file or gave it b your computer?
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SLC APR: Enabling Macros in Excel

About the Excel workbooks you have downloaded...

Microsoft Excel

A “How-To” document on
enabling macros can be obtained
from the website.

Macros may conkain viruses, It is always safe to disable macros, but if the
macros are legikimate, wou might lose some Functionality,

Nisable Macraos P | More Info

In order to utilize the downloaded Excel workbooks, the user must “enable
macros” in the Excel application.

Enabling macros is necessary to perform functions such as auto-calculating totals,
error validation, dynamic chart & graph capabilities, etc.

The Excel workbooks will NOT work correctly unless macros are enabled!

(Note: All of the files that are provided on this website are scanned with the most
current virus detecting software.)




SLC APR: Pre-formatted Workbook

The Excel workbooks are pre-formatted to make data entry easier...

Edit Wiew Insert Format Tools Data Mindow Help Adobe PDF
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Dynamic charts and graphs react to the data while you are entering it.




SLC APR: Pre-formatted Workbook (exam

The Excel workbooks are pre-formatted to make data entry easier...
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BE BT
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Enter data into the white cells and calculations are automatically made for you in the
appropriate shaded cells depending on the data you enter.

Totals and percentages are calculated and entered in multiple cells on multiple
worksheets!




SLC APR: Submit School-Level Data

When each reporting school has finished its school-level report, the completed
Excel Workbook should be emailed back to the Project Director for review and
submission.

Data is submitted by uploading the completed and approved Excel workbook.

The upload method is similar to attaching a file to an email.
*Note: All files can be uploaded as many times as necessary until the submission deadline.

Task Page: 2004-2005 APR Report

This page provides links to all reports and forms to be completed. You may
} ] re encouraged to review the
Submission Pro cuments befare beginning.

School-LevelData—————————————————— - o Smaller Learning Communities
or o8 Electronic Reporting Tool
U SIGN-IN

M -+ To L =l l'_.'.’l]' l ) Sll.l. = '-'n':'.t |'!-|' { A
ot in W 0 Ahout the Reports GRANTEE DENQ -
eain. Required Excel Settings
E,‘l‘a DOWHNLOAD: E T el o User S-Gl.llde UPLOAD SCHOOL LEVEL {2004-2005) WORKBOOK
Submission Process

[ Read Required Ex = FAQs This page allows you to upload the School level (2004-
Get HCES ID¥ 2005) data. Press the BROWSE button, locate the
. 2ehanll aval A . Heln / Contact Lk electronic file (.xIs file) on your personal computer, and

-.SUBMIT. ochool-Level APR [-'-jt-:lt P:srt'DathRZpursls then press the UPLOAD hutton.

Data has been submitted for 0 I olis). Task Page
Home
PROJECT DIRECTOR SIGHN-IN .
You are o signed in, Your File:

e

{Only one file rmay be uploaded at a time.)

Note: If you have uploaded this workbook before,
uploading it again will overwrite your previous data.

Upload Clear Form

The Project Director submits the completed and approved school-level workbooks
in the “School-Level Data” section of the task page .




SLC APR: Submit School-Level Data (example

—School-Level Data

wiork book once | 1s downloaded!

E‘:}. DOWHNLOAD: Elank APE Form (Excel Format)

NOTE: Project Directors must provide each school site with a copy of the AFPR

[ Head Required Excel Settings! |

SUBMIT: School-Level APE Data
Diata has been submitted for 3 Schoolis).
L Washington High Schoal [ Yiew Data |

T Jefferson High Schoal [ Wiew Data |

T Lincaln High Schoal [ Yiew Data{]ﬁ)

j -

Each school-level
Excel workbook that is
submitted is identified
by the schools’ name
with a gold star.

The Project Director can
access the uploaded data
via the [ View Data ] link
next to each school name.

Once the data is submitted, it is reflected on the task page.




If you submitted the wrong
data and would like to delete
a file, please go to the
"Delete Data" page where
you will be able to access file The District-Level Repart s an aggregate of the School-Level data submitted
deletion capabilities. above, ALL Districts, regardiess of number of schools in a grant, must click
on the "AGGREGATE" Iink below to compile District-Level data into a

Go to "Delete Data” page © separate Excel file. Then, downioad the file, review it for accuracy, make the
final entries, and subrmt it

—District-Level Data

_. AGGREGATE: Create aggregated data file from all school data above
Data has NOT been aggregated.

» DOWNLOAD: Aggregated data file to your computer for review and

campletian
Diata has NOT been aggregated.

» SUBMIT: Aggregated data as your District-Level Repart
District-Level Data has NOT been submitted.

Once ALL the school-level workbooks have been approved and submitted, the
Project Director must “roll-up” the data for all the schools into an aggregate report,
called the “District-Level Data” report.

This is accomplished via the link in the “District-Level Data” section.

NOTE: All Grantees are required to aggregate and submit this aggregate, even if
they only have one school in their grant.




SLC APR: Aggregated Data File

data and would like to delete
a file, please go to the

"Delete Data" page where
you will be able to access file The Distrct-Level Report s an aggregate of the School-Level datz submitted

deletion capabilities. above, ALL Districts, regardiess of number of schools tn a grant, must click
oh the "AGGREGATE" ik below to complie District-Level data into a

Goto "Delete Data" page & separste Excel fife. Then, download the fils, review it for accuracy, make the
final entries, and subemit it

— District-Level Data

E::‘-*- AGGREGATE: Create agaregated data file from all school data above

Data aggregated on 17-0ct-05
Note: All N/A’s and bhlank cells in your workbook are computed as
zeros.

_. DOWHNLOAD: Aggregated data file to your computer for review and
completion

_l" SUBMIT: Ancrenated data as your District-Level Beport
Mew School Data is detected. Data needs to be Re-Submitted.

After the data is aggregated, a new Excel workbook containing the data from all
schools is automatically created.

Project Directors should then Download the aggregated data file in order to review
and complete the rolled-up data.

Note: There are a few data entries that MUST be made in the aggregate file before
submitting the file as your District-Level Report.




S

LC APR: Submit District-Level Report

Data is submitted by uploading the

approved Aggregated workbook. ’m Smaller Learning Communities
The upload method is similar to . ¥ A Electronic Reporting Tool

attaching a file to an email. SILUROGELLE GRANTEE DEMO USER

equired Excel Settings
User's Guide @AD DISTRICT LEVEL (2004 -2005) WORKB@
Submission Process
FAQs This page allows you to upload the District level (2004-

— District-Level Data Get NCES ID¥ 2005) data. Press the BROWSE button, locate the
Help / Contact Us electronic file {.xIs file) on your personal computer, and

Past Data Reports then press the UPLOAD button.

Task Page

The Distrct-Level Report 15 an aggregate of the Scho

above. ALL Districts, regardiess of number of school, B8 ' you have uple ; y

on the "AGGREGATE" link below to compile District- L uploading it again will overwrite your previous data.
PROJECT DIRECTOR SIGN-IN

separate Excel file. Then, download the file, review it || voy are curently signed in. Your File:
final entries, and swbrt it [ Browse... |

SIGH QLTI | (Only ane file may be uploaded at a time.)

Upload Clear Faorm |

Note: If you have uploaded this workhook before,

E‘:} AGGREGATE: Create aggredgated data file from al

Data aggregated on 17-0ct-05
Hote: All H/A’s and blank cells in your workhb
Zeros.

E:} DOWHNLOAD: LAgoregated data file to your computer for review and
carmpletian

_l' SUBMIT: Aggregated data as your District-Level Report
Mew School Data is detected. Data needs to be Re-S@itted.

Once the Project Director has approved the aggregated data, the workbook should
then be submitted as the “District-Level Report”.



SLC APR: View District-Level Submission

—District-Level Data

The District-Level Report s an aggregate of the School-Level data subritted
above. ALL Disthicts, regardiess of number of schools in & grant, must click
on the "AGGREGATE" Ik below to compile District-Level data into a
separate Excel file. Then, downioad the file, review it for accuracy, make the
final entries, and subeodt it

E‘:L. AGGREGATE: Create agoregated data file from all school data above

Diata aggregated on 17-0ct-05
Note: All N/A’s and blank cells in your workhook are computed as

Zeros.

E‘:S DOWHNLOAD: Aggregated data file to your cormputer for review and
completion

I SUBMIT: Aggregated data as your District-level Repaort
District-Level Repaort submitted on 17-0ct-05 [Yiew Data]

| -

After the “District-Level Report” has been submitted, the Project Director can view
the results.

If necessary, this data can be revised and resubmitted as many times as necessary
until the submission deadline. Upon the deadline, the data contained in this Excel
workbook will constitute your official submission to the Department of Education.




SLC APR: District-Level PD Narrative

District-Level Project Director Marrative

E;':. DOWHNLOAD: Elank Marrative Template (Word Format)

@ SUBMIT: District-Level Project Director Marrative ; I
S Lol e R Smaller Learning Communities

r T . Electronic Reporting Tool
About the Reports GRANTEE DEMO USER

Required Excel Settings
User's Guide UPLOAD DISTRICT HARRATIVE

Data is submitted by uploading the Submission Process

FAQs This page allows you to upload an electronic version of

Comple’[ed District-Level Narrative. Get NCES ID# your distri[:t'.s Marrative. Press the BROWSE button, locate
the electronic file on your personal computer, and then

Help / Contact Us press the UPLOAD button. Your electronic Narrative file

Past Data Reports will be formatted to a Word document. Please note if you

The upload methOd iS Sim”ar to Task Page have any tables or charts within this file it may lose its

a’[’[aChing a file to an email. Home original format.
PROJECT DIRECTOR SIGN.IN Your File:

ou are currently signed in. I—

[(Dnly one file may be uploaded at a time.)

District-Level Project Director Narrative

Upload Clear Farm

E}' DOWHNLOAD: Blank Marrative Termplate (Word Format)

E}' SUBMIT: District-Level Project Director Marrative
District-Level Marrative submitted on 17-0ct-05 [Yiew Marrative

After the Project Director has written the District-Level Narrative using the Word
template download from this section of the website, the completed document is
uploaded.

The Project Director can then view the uploaded Narrative.




SLC APR: District-Level Coversheet

Smaller Learning Communities "
Electronic Reporting Tool

About the Reports Please read the nstructions before you begin.
Required Excel Settings

User's Guide Ex

Submission Process

FAQs U.S. Department of Education

(el TS [0 Grant Performance Report Cover Sheet (ED 524B)
Help / Contact Us

Past Data Reports

Task Page BLE at this time

* Check only one box per Program Office instructions.

[ Annual Performance Report I Final Performance Report
General Information

1. * PR/Award #

. THCES ID#: [ : structions |
. * Project Title (Enter the same title as on the approved application.):
4. * Grantee Name

. * Grantee Address:

District-Level Coversheet

_. COMPLETE: O
District-Lewvel C

The Project Director completes the District-Level Coversheet using an online form
that is accessed via the Task Page.




SLC APR: Delete Data

Smaller Learning Communities

Electronic Reporting Tool IMPORTANT!

GRANTEE DEMO USER ltems will be
Delete Data

If you submitted the wrong Delete Data PERMANENTLY
data and would like to delete deleted!

a file, please go to the Check the box next to the dataffile that you want to delete, then click "Delete

DElEI_E Data” page where Data" Button. NOTE: This action will erase the data/file permanently!
you will be able to access file

deletion capabilities. You can re-submit your datafiles anytime before the deadline.

School-Level APR Data (2004 -2005)

PROJECT DIRECTOR SIGH-IN
Wou are currently signed in. Washington High Scho

SIGH OUT! Lincoln High School [ %
Use the check boxes to
indicate exactly which
items you wish to delete.

District-L evel Narrative
[T District-Level Marrative [Wiew Marrative]

Delete Data Cancel

At any point in the process you can use the “Delete Data” page to delete any
data/files that you have submitted in error.




SLC APR: PD Data Certification

—Project Director Data Certification

_l' CERTIFY: All Beport Data
Data has HNOT heen cedi

A “PIN” identification
number is supplied to each
Project Director and is for
his/her use ONLY.

ﬁ'. |“
E L,

About the Reports
Required Excel Settings
User's Guide
Submission Process
FAQs

Get NCES 1D#

Help / Contact Us

Past Data Reports

Task Paye

Home

PROJECT DIRECTOR SIGH-IN
You are currently signed in.

SIGN OUTI |

Smaller Learning Communities
Electronic Reporting Tool
GRANTEE DEMO USER

Project Director APR Certification

To the best of my knowledge and belief, all data in this pedormance report are
true and correct and the report fully discloses all known weaknesses concermning
the accuracy, reliability, and completeness of the data.

NOTE: Once you certify your data, you will not be able to make any
changes to your reports.

Your Marme: IJuhn Dioe

Your Title: |Director

ENTER Yaur PIN Mumber: [=**

Project Directors should enter the 4-digit PIN number they received from The
Depantment of Education. For assistance, please call the help desk at (F03) 299-

Project Director Data Certification

I» Project Director Data Certification
Data was certified on 17-0ct-05,

1644
Certify Il Cancel |

tee's authorized representative (Project Director) must certify the ED

he grantee has any known internal control weaknesses concerning data
s disclosed through audits or other reviews), this information must be
Hin the Project Status Marrative, as well as the remedies taken to

e accuracy, reliability, and completeness of the data.

tion

On completion of ALL data, the Project Director must certify the submission by
entering a “PIN” number, provided by the U.S. Department of Education. After the

pin is entered, no changes can be made.

CONGRATULATIONS! YOU ARE DONE WITH YOUR SUBMISSION!




